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, = OFFICE OF THE SECRETARY OF
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Pubhcauon No. 76—-"M 1 for instructions on completmg this form Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

_FORAGENCY USE _ |1 Agoncy Address ” | FOR RECORDS MANAGEMENT USE |
Application Date ‘Georgia Bureau of Investigation | Application Number
11/16/76 ' ‘Georgia Crime Information Center : '7(0 353
Application Number 959 E. Confederate Ave., S. E. . Dete Received Date Completed
Atlanta, Georgia | Pov 1 9 1976
, e —— . L oEc 17 1978
2. Person to Contact . ‘ Workmg Title Telephone Number
' Debbie Worsham : ' - Secrg[:g!:_y____ o 656 6110
3. Action | Requested ' B R ST T
f a. [AxEstabusn Retention Schedule; record will contmue to accumulate,
7' b. D Dlspose of of present accumulatlon no further accumulation antucspated
c. O Amend Appiication No. ____ Check One: [ Change; (3 Supercede: 0 Void
7| 4. Dates of Series ) 5. Records Series Title (followed by title used in office; if different)
© | Earliest . Latest | o ,
L 1973 o ‘Present GCIC Administrative Subject Files
. | 6. Division and Office Function . - _ What is the function of the Division and the Office in which this record series is created? -

The Georgia Bureau of Investigation provides crime prevention efforts and criminal
- investigative assistance to local law enforcement agencies and the Executive Branch of
Government of the State of Georgia. The Bureau (GCIC) provides criminal identificationm,
i criminal history, and offender tracking services to Georgia Courts, the correctional
. system, and local law énforcement agencies. The State Crime Laboratory administers
the Georgia Post Mortem Act and the Implied Consent Act.

e ip areei

+ | 7. Record. Series Description” This file contains the follownng documents (mclude form numbers and titles, if any):
: . - Attach samples of the file. ,

i | + Documents relating to: admlnistering the Georgia Crime Inf ormation Center.

i o

] Inciuded are: * . . ‘memoranda, manugls, monthly repotts Vehlcle reportl;_ Personnel files,
' * field representative's inspection tef)oi'f:s - copies of Fedetal Grants, :
e newsletters, and reiated corres’pohdence. : ' '

; . . -
] : i

Fileisarranged: | > - -=i-alphabetically by shbj‘é’éi:j thereunder by sub-title.

Tﬁomhly Reference Rate How often are records referred to which are:
One to six monthsold ___23 ;. Sed/en to twelve months old ___ 25 ___; Thirteen to twenty-four monthsold __ 1 __;
twentv-five months and older ? “ :

b =T

9. Annual Rats of Accumulation of Records
Letter-size drawers ____ 1 ; Legalsize drawers

iShelves _______: Othef (specify)

. AR—80—71; Rev. 78 , Over)
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| YES I :};L_;_';.'_ ~Ofrticanzire fP!ac:ﬂ an " ”X" in the :)"Op-:‘r coiy mn} R . e _‘
= iz this the otficisl copy of the series?
__:lf___'l i not, where s it? — e ———— e
X b. Oces the series contain confidential information requiring security handling? If yes, cite law or regulation.
:; X e Is this 2 v:tal record? N R e
| X | d. Does this series have h!stoncal or lang term research value7 e i
h e. When one or two documents in the file make it necessary to keep the entire fule for a long period, could these
X | documents be scheduled separately? - _
R | _f._)s the information contained in this series ever published? _1f ves. anac_hucopy# ; i e ]
X g. Is the information contamed in this series ever analyzed and/or recorded in a summarized report? .
L. M ves, attach copy, e ' e ]
h. s there a duplication of this series in your offuce or in another office or agency? '
X _If ves, where? _ S — — ]
X | i Is this series for a major portion of it) teuuiarlv microfilmed? e et ]
X |_i._ Does the recard series result in a comouter printout? . - .
11. Retention Requirements The following requires the series 1o be kept 1
~a. State Law : years, d. Audit penod - years.
b. Statute of limitation —m . Years. . e. Administrative need - 3 years,
¢. Federal law : ' years. f. Federal retention instructions years,

Attach copy or excert of laws or reguiations. Explam admnmstratwe need.

Proper administration of GCIC makes it necessary for GCIC personnel to. be able to refer
to actions of the past two years

——— e —— : P

12. Approved Disposition Instruct:ons This agency recommends that the file series be cut off at the end of each:
- B Calendar Year; [1 F|scal Year: (0 Other e then,

XK Hold in the current filesarea ______ .. __month(s) 1 year({s}; then
O Transfer to local holding area; hoid — . year(s); then
{3 Transfer to State Records Center; hold __ 2. __vyear(s); then

X Destroy. : _
3 Transfer to Stawe Archives for permanent retention.
() Other (Specify)

These instructions apply to ail prior and future accumulations of the series.

——

Agency Head/Designee {Signature} __Date - | Recorfif Managemen icer (Signature) Date

ﬁ. Zﬁuﬁi/ oliefre nye MJ/ 1///Ié 7

l V State Records ‘I;ammmee {Signature} Date
Recormmendations in para- T - / - | A
graph 12 are approved. State Aud epignee /76 7&

(If disapproved, attach letter ' S%
of explanation.) Secretary of 'e/Designee

.

AR-50—71; Rev. 76 {Reverse Side)

Attorney General/Designee / M Zé ) / 7;_// %_/ 7j




